SAVE A FILE

By default, Microsoft Office Word program saves a file to a default
working folder called My Documents. If you want, you can specify a
different location.

Save As (Save a copy of a file)
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In the File name box, enter a new name for the file. This should be relevant to your
document.

4. Click Save.

Save (Save a file)
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Tip ® Create a new folder
To save the file into a new folder -

Click Create New Folder — from the tool bar on the Save As window
Name the folder
Click Save button.



